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8«b Seeretary (Stano} CAP=345e
1i= Gentral Intelllcence Apancy
a = Office of the (oneral Counsel
b = Legislative Liaison
Undsr ganersl supervision of an pssiatant Ceneral Counsel, Ps=7,
serves 58 hls sescretary with reaponsibility for taking and transoribe-
ing dietation consisting of scorresponiance, menorsnds, rgports,
sbudles, legal opinlons and findings, propeacd leglslation, 2t .
as it alffects activitlies and operatione relative to the Central Intelw
igence Agenoy and the gorralation and coordinstion of 1xt elligence
and intelligencs information and the ¢ lose working relationshlps of
this Agenoy and other azencios and Consress end Consregsional committoes.
Searches for and amnaﬁbies information from files, rocords,
Legel publications, ete. relative to eurrent or proposed projects and
legislation and preparocs preliminary drafts and dlgests ror use in
dovelopment and compilation of study or raeport.
Independently compodes gorrespondence, memorande and reports
an ovm inltiative or from verbal instructions in snswer to telephone
and writton inquiries from officials of 014, nembers of Congraas
or orficlels of other agencles where contralized and coordinated
veplies are necsssary, vwhich requires considerable imct and dlzeretlon
in making cormitmente or furnishing infornetion,
Responaibl: for arrancing neetlngs ﬁné sonforencos hetween
superior ané.nffisials of tho Ageney and officials of other ggsncles
pregarding current and propoced legislation or othar mattiars, regquine
ing that the mestings be so arranged so as to afford = minimum of
delay and confusion in scheduling time and place Lo meat other '
sorpd tments of the offisials, Attonds conferences and meetings In
ood APREOYRH §arReleane 209BI0BIA1 trGH-ROPSH-0BB8AROEDE0
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Recoives yisitors in the office, assortalins their business and
arrangss sonforences or interviews with superior ¢r other officials.

Respongible for roviewing nswspepers, periodicals, and other
publications for informntion relatlve to proposcd or surrent leploles
tion, decisions, ete, relntlve to intelligence and Intelllgence
gotivities ond czlls thie Informatlon to the attentlion of supoerior
for further atudy, revlew, or action,

Responaible for the maintenance of =11 flles and records of
trosedinte offlco releotive to B rislation and relat-d Intellipence
subjoets, snd searches for and subpliss informeiion on request,

Asalsts Adminletrative Assistent ln the performence of her
duties ns time and circunntonoss will allow and parforms relabad
dutles as requirad,
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